


INTERIM AND/OR CITY ADMINISTRATOR RECRUITMENT 

The Gold Beach City Council is currently accepting applications for interim and/or full-time City 
Administrator.  Current salary: $82,000 annually. 

The City of Gold Beach, by charter, is a Council/City Administrator form of government. The City 
Administrator serves as the administrative head of the city government and is directly 
responsible to the Mayor and City Council, consisting of a total of six (6) members.   

The City Administrator supervises the operation of all City departments: 
(administration/finance, public works, police, fire (volunteer), and visitor center) to ensure the 
most effective and efficient use of City finances, personnel, and other resources.  The City 
Administrator serves as the Administrative Services Director, Personnel/HR Director, Finance 
Officer, Planning Director, & Risk Manager.     

 As Administrative Service Director: Department head and direct supervisor of 
Administration & Finance Department and staff.  

 As Personnel/HR Director: Hire, control the work of, and discipline—including discharge, 
of all City employees.   

 As Finance Officer: Contracting authority and purchasing agent, supervise expenditures 
of all departments, divisions or services of the City.  As Budget Officer: Prepare annual 
budget for presentation to the Council and Budget Committee and perform other 
statutory budget preparation and adoption duties. 

 As Planning Director: Administer and implement the City’s day-to-day and long-range 
planning program. 

 As Risk Manager: Ensure implementation and monitoring of enterprise risk management 
functions for property and personnel to minimize and reduce City liabilities. 

Full position description and application packet are posted on the City’s website: 
www.goldbeachoregon.gov . 

For questions, please email Mayor Tamie Kaufman at: tkaufman@goldbeachoregon.gov   The 
Mayor is happy to take phone call appointments after scheduling by email. 

The city of Gold Beach is the county seat of Curry County, which is Oregon’s most southwesterly county.  
The city is bordered on the north by the state’s second largest river, the Rogue River, by Hunter Creek to 
the south, and the Pacific Ocean to the west.  Our current population is: 2,365.   

The City currently has 22 employees in the following departments: Administration/Finance, Police, Public 
Works, and Visitor Center.  The City has a volunteer fire department with approximately 25 active 
volunteers.   

For general information about Gold Beach please visit our websites: 

City government: www.goldbeachoregon.gov or  
our visitor center page: www.visitgoldbeach.com.   
For other demographic info please visit: https://www.city-data.com/city/Gold-Beach-Oregon.html

http://www.goldbeachoregon.gov/
mailto:tkaufman@goldbeachoregon.gov
http://www.goldbeachoregon.gov/
http://www.visitgoldbeach.com/
https://www.city-data.com/city/Gold-Beach-Oregon.html
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CITY ADMINISTRATOR 
POSITION DESCRIPTION 

Pursuant to the City Charter, the City Administrator is the administrative head of the City. The 
City Administrator is appointed by the Mayor with majority approval of the Council.  The 
Council fixes the City Administrator compensation and conditions of employment and defines 
the duties by ordinance. 

The City Administrator supervises the operation of all City departments to ensure the most 
effective and efficient use of City finances, personnel, and other resources.  The City 
Administrator serves as the Administrative Services Director, Finance Officer, Risk Manager, 
Personnel/HR Director, and Planning Director.   

ESSENTIAL DUTIES & RESPONSIBILITIES 
The duties listed here are intended as illustrative examples of the various types of work that 
may be performed by the City Administrator.  These examples do not include all specific 
essential functions and responsibilities that may be performed. 

 Attend all meetings of the City Council unless excused by the Council or Mayor.  Provide 
professional advice and specialized administrative support to the Council and Mayor.  
Keep the Council advised of the affairs and needs of the City.  Make reports monthly to 
the Council regarding the affairs and departments of the City. 

 Shall develop and organize, when necessary, improvement projects and programs to 
further the mission of the City.  Aid and assist the Council and City departments in 
carrying through to conclusion. 

 Honorably represent the City by responding to the public, citizens, employees, and 
other governmental agencies in a professional and courteous manner.  Make 
informational and other presentations to the Council, boards, commissions, civic groups 
and the general public; accurately communicate adopted plans, policies, and procedures 
to staff, media, and the public. 

 Demonstrate personal, professional and organization integrity in all activities.  Shall 
endeavor at all times to exercise the highest degree of tact, patience, and professional 
courtesy in contacts with the Mayor and City Council, City personnel, and the public. 

 Enforce, or cause to be enforced, all City codes and ordinances.  Make suggestions to 
the Council regarding needed revisions to the codes and ordinances in order to maintain 
compliance with state and federal regulations and increase department efficiencies. 

 Maintain professional networks and attend local and regional training sessions and 
conferences as necessary to maintain and advance thorough knowledge of issues and 
practices affecting local government. 

 As Administrative Service Director: Department head and direct supervisor of 
Administration & Finance Department and staff.  

 Finance Officer:  Contracting authority and purchasing agent, supervise expenditures of 
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all departments, divisions, or services of the City.  Analyze and supervise the functions, 
duties and activities of the various departments, boards, and services of the City, and 
make recommendations to the Council regarding measures that may increase the 
efficiency of the operation of the City.   As Budget Officer: Shall prepare annual budget 
for presentation to the Council and Budget Committee and perform other statutory 
budget preparation and adoption duties. 

 Risk Manager: Ensure implementation and monitoring of enterprise risk management 
functions for property and personnel to minimize and reduce City liabilities. 

 As Personnel/HR Director: Hire, control the work of, and discipline—including discharge, 
of all City employees.  In role as Personnel Director, shall make studies and surveys of 
the duties, responsibilities, and work of City personnel both employed and appointed.  

 As Planning Director: Administer and implement the City’s day-to-day and long-range 
planning program. 

EXPERIENCE & EDUCATION 
Minimum of four (4) years of city, county, or other governmental work experience OR
bachelor’s degree in a related field, AND a minimum of two (2) years of governmental 
supervisory management experience.  

SKILLS & ABILITIES 

 Ability to effectively communicate and serve as a strong partner with the City Council 

and Mayor; provide effective leadership and coordinate the activities of the municipal 

organization and serve effectively as the administrative agent of the Council. 

 Establish and maintain effective working relationships with employees, City officials, 
the public and citizens, and other governmental partners and agencies. 

 Knowledge of modern policies and practices of local government administration.   

 Knowledge of: municipal finance, human resources, public works, public safety (law 

enforcement, emergency management, and fire), information technology, parks and 

recreation, community development and planning, principles of effective 

communications and relations, inter-and-intra governmental relationships and 

community groups and agencies. 

 Interpret and apply federal, state, and City policies, procedures, laws and regulations. 

 Advanced written and oral communication skills; advanced analytical and data 
management skills; strong presentation and speaking skills. 

SUPERVISORY DUTIES 
The City Administrator supervises all City departments/operations either directly or through 
subordinate department heads.  The Administration/Finance staff report directly to the City 
Administrator. 

SUPERVISION RECEIVED 
The City Administrator works under the general supervision of the Mayor and Council with 
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significant latitude to complete assignments and program responsibilities independently. 

PHYSICAL DEMANDS OF THIS POSITION 
Work duties will be performed in an office environment under usual office working conditions.  
The noise level in the work area is typical of most office environments.  Work is also performed 
in numerous meeting settings in offices, conference rooms and public spaces. 

Occasional field visits/inspections are required as it relates to planning, code enforcement, City 
owned utilities, or other City related projects.  During emergency events conditions may be 
hazardous. 

Travel may be part of this classification, including local and regional meetings, training sessions, 
and conferences.   

PHYSICAL REQUIREMENTS 

Check if 
required 

for 
essential 

job 
function 

ACTIVITY Continuously 
67-100% 

Frequently 
34-66% 

Occasionally 
0-33% 

Standing 

Sitting – ½ hour or more 

Moving about work area 

Bending 

Stoop Position 1 minute plus 

Climbing stairs rarely 

Crawling – hands/knees rarely 

Reaching overhead 

Lifting up to 20 lbs. 

Lifting overhead 

Moving/carrying items 
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Dexterity/coordination 

Keyboard operation 

Rapid mental/hand/eye 
coordination 

Operation of motor vehicle 
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PURSUANT TO CHAPTER VI Section 23, the City Council shall define the duties of the City Administrator 
by ordinance.  The most current City Administration Code (adopted as Ordinance No. 642 and revised 
in No. 657), defines the City Administrator duties in Section 1.110(2).  This Position Description will be 
revised to reflect any future changes of the Administration Code. 

Section 1.110 (2) Duties, Powers and Authority of the City Administrator.   

(a) City Administrator shall devote his/her entire time to the discharge of his/her 
official duties as outlined hereunder, and shall attend all meetings of the City Council, unless 
excused therefrom, by the Council or the Mayor.  He/she shall keep the City Council advised, at 
all times, of the affairs and needs of the city and make reports annually, or more frequently if 
requested by the Council, on all the affairs and departments of the city.   

(b) City Administrator shall be the chief administrative officer and head of the 
administrative branch of the city and shall have the right to hire, discharge and discipline all city 
employees and control their work.  This power shall include the power to transfer an employee 
from one department to another.  City Administrator shall supervise the departments to the end 
of attaining the utmost efficiency in each of them.  City Administrator shall also have the power 
to contract for necessary services.  City Administrator shall have no power to appoint or remove 
the Municipal Judge, or other officers appointed pursuant to Chapter III, Section 10, of the Gold 
Beach Charter of 1986, as such appointment and removal power is within the hands of the 
Mayor and City Council pursuant to the Charter.  City Administrator shall have the right to 
control the work of such city-appointed officers.   

(c) City Administrator shall enforce all codes and ordinances of the city, including 
the provisions of all franchises, leases, contracts, permits and privileges granted by, or running to 
the city.   

(d) City Administrator shall act as purchasing agent for all departments of the city 
and all purchases shall be requisitioned and signed by him/her or his/her designee.   

(e) City Administrator shall supervise the operation of all departments and public 
utilities owned and operated by the city and shall have supervision powers over all city real or 
personal property.  Prior to acquisition, disposal, or substantial improvements to real property 
owned by the City, the City Administrator shall consult with the City Council before taking action 
to acquire, dispose, or improve such real property. 

(f) City Administrator or his/her designee shall act as budget officer and prepare an 
annual budget for presentation to the City Budget Committee and City Council.   

(g) City Administrator shall supervise the expenditures of all departments, divisions 
or services of the city and analyze and supervise the functions, duties and activities of the various 
departments, boards and services of the city, and all employees thereof, and make such 
recommendations to the Mayor and the City Council with reference thereto, which in his/her 
judgment, will result, if adopted, in greater efficiency of the overall operation of the City of Gold 
Beach's government.   
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(h) City Administrator shall develop and organize, when necessary, improvement 
projects and programs, and aid and assist the Mayor and City Council in the various departments 
and boards in carrying through to a successful conclusion.   

(i) City Administrator will make and keep an inventory of all personal and real 
property owned by the city and advise the Mayor and Council of the purchase of new machinery, 
equipment or supplies, which in his/her judgment the same can be obtained under the terms and 
conditions which are most advantageous to the city.   

(j) City Administrator shall make, or cause to be made, studies and surveys of the 
duties, responsibilities and work of the personnel appointed or employed by the city.  The City 
Administrator shall inform and update the Mayor and City Council in regards to his/her decisions 
on abolition, consolidation, transfer, removal of positions or personnel, or any other 
administrative decisions made by the Administrator which in his/her judgment will increase 
administrative efficiency.  Such information reports to the Council may be made orally or in 
writing at the discretion of the City Administrator.   

(k) City Administrator shall perform such other duties as may be required of him/her 
by the Mayor and City Council, not inconsistent with the laws of the State of Oregon, and the 
provisions of the Charter and Codes and Ordinances of the City of Gold Beach.   

(l) The City Administrator shall endeavor at all times to exercise the highest degree 
of tact, patience and professional courtesy in his/her contacts with the public and personnel 
employed by the city, to the end that the highest possible standards of public service shall be 
maintained.   
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PLEASE NOTE:  Resume only submissions will not be processed 

The City of Gold Beach is an Equal Opportunity Employer.  Please notify us if you need any accommodations or assistance with any part of our 
application process. 

Position Applying For:  ________________________________  Date of Application: / / 

CONTACT INFORMATION

Name:   _________________________   
Last First Middle 

Home Address: 
Street City State   Zip 

Mailing Address:   
Street City State   Zip 

Home Phone:  Message Phone: 

Email Address: 

EDUCATION AND TRAINING

School/College Name and Location Years Completed Major/ Area of Study Certificate/ Degree 

LICENSES AND CERTIFICATIONS

Driver’s License Number & State (if required for the job):  

License/ Certification Name Issuing Agency Date Received 

SKILLS AND QUALIFICATIONS YOU FEEL ARE RELEVANT TO THIS POSITION.
Summarize any skills you have that qualify you for this position.  You may attach an additional sheet if necessary. 

Employment  
Application 

City of Gold Beach
29592 Ellensburg Avenue, Gold Beach, Oregon 97444 

Office: 541-247-7029 
www.goldbeachoregon.gov 
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NOTE: YOU MAY FILL OUT YOUR EMPLOYMENT & VOLUNTEER HISTORY ON A SEPARATE SHEET BUT SUBMISSION 

OF THIS COMPLETED FORM IS STILL REQUIRED. IF YOU SUBMIT A SEPARATE SHEET PLEASE MARK “SEE ATTACHED 

SHEET” IN THE BLOCKS. RESUMES ONLY WILL NOT BE PROCESSED.

EMPLOYMENT  & VOLUNTEER HISTORY: PLEASE LIST VOLUNTEER AND EMPLOYMENT EXPERIENCE RELEVANT TO THIS POSITION

Have you ever volunteered with the City of Gold Beach?  Yes   No If yes, when?   
List all the positions you have held in the past ten (10) years.  Begin with your most recent experience.  Use additional sheets if necessary. 

From: To: Employer: Phone:

Job Title: Employer’s Address:

Supervisor’s Name & Title: Reason for Leaving:

Job Duties and Responsibilities:

From: To: Employer: Phone:

Job Title: Employer’s Address:

Supervisor’s Name & Title: Reason for Leaving:

Job Duties and Responsibilities:

From: To: Employer: Phone:

Job Title: Employer’s Address:

Supervisor’s Name & Title: Reason for Leaving:

Job Duties and Responsibilities:

REFERENCES  Please identify at least three work related or personal references other than family members

Name and Occupation: Phone: Email Address (if known): 

CERTIFICATION: I certify that all statements on this application are true and complete to the best of my 
knowledge.  I understand false or incomplete statements shall be sufficient for disqualification or dismissal.  I 
authorize the City of Gold Beach to make any necessary and appropriate investigation to verify the 
information contained herein, including authorizing all previous employers/supervisors to give the City of Gold 
Beach any personal or professional information concerning my volunteer position.  I release the City of Gold 
Beach and my previous employers/supervisors from any liability related to the furnishing of such information. 

Signature: Date: 
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